
Pre-Trip Planning Trip Confirmation Before Departure In-Flight After Landing

Enter Trip Details into Flight Scheduling Software

Flight Request Received
From Executive Assistant (EA)

Assign Crew

Review
• Confirm Aircraft Availability
• Review NOTAMs/TFRs
• Select Best Suitable Airport
• Verify Aircraft (ACN)/Pavement (PCN)
• Estimated Time Enroute
• Estimated Arrival Time
• Crew Duty Day
• Preliminary Risk Assessment
• Preliminary Weather Check

Notify Flight 
Crew

Send Passenger Itinerary to 
EA

Changes

Confirm Trip Details

• Initiate Trip Pre-Brief
• Fuel Price, Fuel Release
• Landing Fees
• Ramp Fees
• Parking Fees
• Book Crew Hotel
• Arrange Crew Car
• Arrange Passenger Car
• Review Country’s 

Aeronautical Information 
Publication (AIP)

• Schedule Arrival & 
Departure Dates/Times 
with Destination FBO or 
Destination Handler

• Request Overflight Permits
• Request Landing Permit
• Request Arrival/Departure 

Slots
• Request PPR #, if needed
• Confirm Passenger & Crew 

Passports & Visas
• Customs/Immigration 

Available on Arrival

Flight Dispatch Flow

Confirm Aircraft Staged 
prior to Crew Arrival

Confirm Catering 
Delivered

Aircraft Pull Out Request 
Sent

Final Passenger Itinerary 
sent to EA

Flight Plan Brief
3-6 hours prior

• Latest Trip Sheet
• Flight Plan/Recall #
• NOTAMs
• Text Weather
• Weather Charts
• TFRs/Restrictions
• Permits
• Arr/Dep Slots
• PPR #
• eAPIS Confirmation
• Destination Agent 

Contact Information

Service Requests After 
Arrival Confirmed with 

Arrival FBO/Handler

Confirm Departure 
Ground Transportation

Confirm 
Passenger & Flight 

Crew Ground 
Transportation is 

Onsite Prior to 
Arrival

Confirm Passenger Departed

Receive / Review Flight Log
• Out/Off/On/In Times
• Fuel Burn
• Expenses, Trip Receipts
• Maintenance Software 

(CMP, CAMP) updated
• Schedule Next Aircraft 

Cleaning

Confirm Flight Crew located 
Ground Transport

Trip Brief
24-36 hours prior

• Current Trip Sheet
• Flight Plan Draft
• NOTAMs
• Weather Outlook
• TFRs/Restrictions
• Fuel Load/Tankering

Recommendation
• Permits
• Arr/Dep Slots
• PPR #
• eAPIS

Captain’s Departure Fuel 
Load Request Sent for 

Uplift

Send Updated ETA 
to EA, 

FBO/Handler, 
Customs

Receive Trip Feedback

Enroute Fuel Burn 
and Time Updates
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Trip Pre-Brief
7-10 days prior to departure


